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We have tried to make these instructions organized and comprehensive to facilitate MAR preparation and make that task as easy and straight-forward as possible. Please send suggestions for their further improvement to robert.w.ramsey2.civ@mail.mil.
MAIS Reporting Requirement
Title 10 of United States Code, Chapter 144A, Section 2445b (as amended) requires the Department to submit budget justification documents regarding cost, schedule, and performance for each Major Automated Information System (MAIS) program, pre-MAIS program, or other investment in AIS products or services that is expected to exceed a MAIS definition threshold (Sec. 2445a). The Department meets this requirement by compiling a report called the “MAIS Annual Report (MAR)” for each MAIS. These reports are due to the congressional defense committees no later than 45 days after the President submits the annual budget to Congress. 
Programs and Increments
MAIS programs are commonly structured as a series of Increments, each fielding a subset of incrementally greater capabilities and culminating in the delivery of a comprehensive new Information System (IS). The Increment has become the basic unit for management of an IS acquisition. The Increment is “a militarily useful and supportable operational capability that can be developed, produced, deployed, and sustained. Each Increment will have its own set of threshold and objective values set by the user.” (DODI 5000.02, Encl.2, 2.c.) In the context of an IS acquisition, this means that both threshold and objective values for cost, schedule, and performance parameters must be established for each Increment in an Acquisition Program Baseline (APB), and that each Increment is addressed with a separate MAR.
Chapter 144A requires separate reporting of any program Increments that separately exceed a MAIS threshold. If the MAIS program is justified to Congress as having multiple Increments (and it should), then each Increment must submit a separate MAR regardless of its separate estimated cost. To put each Increment in the context of the whole program, the full structure and content of the whole program needs to be reflected in each Increment’s MAR, whether or not those Increments are baselined. If unbaselined Increments exist, then the unbaselined Increments will follow a “No Baseline” style of reporting.

Report Description

The MAR was originally a paper-based document generated from an MS Word template and inserted tables. Since 2011, the MAR is generated through the Defense Acquisition Management Information Retrieval (DAMIR) tool, so the authoritative MAR consists of the information in the various DAMIR screens (even though a .pdf edition of the MAR can also be rendered). The Report consists of the following information screens: Program Information, Responsible Office, References, Program Description, Business Case, Program Status, Schedule, Performance, and Cost & Funding. The content of each section is detailed later in this document.

Information on many of the screens is initiated/populated from data that was first entered through the separate DAMIR MAR OE (Original Estimate) module. A DAMIR MAR User’s Guide provides the ‘how to’ procedures for preparing the MAR, whereas this Preparation Guidance provides ‘what to include’ (and sometimes “why”) assistance. 
The report should be unclassified. If the required information is classified, the word “CLASSIFIED” is inserted instead of the classified data, and a footnote is added saying (for example) “* Specific values of Objectives and Thresholds are classified and are defined in the program’s Capability Development Document dated June 29, 2007.”
Avoid using acronyms. If needed, spell out the acronym wherever it first appears in the section, and whenever needed for clarity and ease of reading. Assume that the reader is unfamiliar with DoD acronyms and jargon, and make the report as readable as possible without using them. Do not use an acronym unless it is repeated elsewhere in the section. (MARs will follow Selected Acquisition Report (SAR) acronym rules. These rules are included in the DAMIR MAR User’s Guide.)
Who Prepares the Report

Program Managers are responsible for preparing the report. If a Program Manager has not been appointed, the individual responsible for the program should prepare the report.

When to Submit the Report
The MARs contain information that is current as of December 31, although important developments after that date can be included with discretion. The timetable for preparation, review, and submittal of MARs is included in the annual tasking message issued in the middle of each December. The timetable is as follows:
2014 MAR Preparation and Review
	Event
	Means
	Responsible Party
	Target Date

	Train-the-Component Trainer
	Attend training
	OUSD(AT&L) & Components
	18 Nov 13

	Distribute updated MAR preparation guidance
	Email
	OUSD(AT&L)
	11 Dec 13

	Release Draft MARs to OSD Lead
	DAMIR
	Components
	10 Jan 14

	Review Draft MARs; provide comments
	DAMIR
	OSD staff
	13-31 Jan 14

	MAR issue resolution teleconferences; return to Components
	Telecon/DCO
	OSD & Components
	3-7 Feb 14

	Release Final MARs to OSD
	DAMIR
	Components
	28 Feb 14

	Hold Final Release reviews
	DAMIR
	OUSD(AT&L)
	3 Mar 14

	Coordinate MAR package within OSD
	SACCP
	OUSD(AT&L)
	4-12 Mar 14

	Staff MAR package to AT&L for signature
	Paper
	OUSD(AT&L)
	13-15 Mar 14

	Sign MAR Transmittal letters
	Paper
	USD(AT&L)
	19 Mar 14

	Deliver MAR Transmittal letters to Congress; release MARs via DAMIR
	Paper/
DAMIR
	OUSD(AT&L)
	24 Mar 14


PMs should submit the report in DAMIR through their acquisition reporting chain-of-authority to their Component Acquisition Executive (CAE) (or equivalent official) following Component procedures. The Office of the Under Secretary of Defense (Acquisition, Technology, and Logistics) (OUSD(AT&L)) will coordinate the OSD-level review and provide feedback to the Components through issue-resolution teleconferences held during the first week of February.
Components will submit a Final MAR through DAMIR not later than the last Friday in February. OUSD(AT&L) will consolidate and submit the final MARs to Congress no later than 45 days after submission of the President's Budget (due the first Monday in February). 
How to Prepare the Report

The MAR is prepared and processed using the DAMIR tool. When a MAIS program is added to the Official MAIS List, basic information on the program (and any increment thereof) is input into DAMIR. This is sufficient to allow initiation of a MAR for unbaselined programs, but baselined programs/increments must first have a MAR OE created and approved in DAMIR before a MAR can be created. The MAR OE, in turn, is initialized from an approved Acquisition Program Baseline (APB), and once finalized, MAR OEs can be revised only by a subsequent Critical Change Report (CCR) or approval of a Full Deployment (FD) date. 
If a Critical Change has occurred, a CCR has been sent to Congress, and before the next MAIS Quarterly Report is prepared, the Program Manager should submit the new cost, schedule, and performance parameters as an updated MAR OE (see the DAMIR MAR Users’ Guide, and call the DAMIR Hot Line (703-679-5345) for any needed assistance).
At the beginning of each MAR preparation cycle, the Program Manager will logon to DAMIR and click on the “Create or Edit” a MAR link. Additional instructions for using the DAMIR tool that correspond with these instructions can be found in the DAMIR MAR User’s Guide, and throughout the tool by clicking on the “Show” or “Help” selections.
Overview of steps to prepare the report

No Baseline: If the program or increment is not yet baselined (pre-MS-B or “Pre-MAIS”) follow the instructions collected in the left column.


Baselined: If the program or increment is baselined, post-MS-B, but has not yet been fully deployed, follow the instructions in the right column. Do not report increments that have been reported as fully deployed in a previous “Close-out” MAR.

What information to include in the report

Program Information
Nomenclature / Component

DAMIR will pre-populate this information.
Responsible Office
Enter the Program Manager’s (military rank, if applicable) name, phone number(s), address, email address, and date of assignment as the Program Manager.

References
DAMIR will pre-populate this information.  
A new feature that may be noticed by “freshly” baselined programs is a “Reason for MAR OE” memo field that is populated from the MAR OE module.  Unless the program is updating the MAR OE during Jan-Feb 2014, this will not be seen.  This memo captures three possible reasons that a MAR OE is created: First Original Estimate Reported, Critical Change Event Reported, or Full Deployment Date Established.
Program Picture
A JPEG, GIF, or PNG graphic of the information system can be added. Click on the Browse button to select the file that contains the picture. The default picture is the Component's emblem.

To import the picture from another DAMIR report, choose a report from the "Select a Source" drop-down and then click the Import button to update the picture. 

Program Description
Enter the program description. The MAR, the IT-1 Exhibit, and the Select Capital Investment Report (SCIR) are all considered budget exhibits, thus the program descriptions therein must be consistent, but not necessarily identical. Because it can serve so many important purposes, it is worth the effort to write a clear, cogent, and compelling program description.
Remember too that the audience for these reports is the congressional staff. They may not have a military background and will appreciate succinct reports written for a layman.

Put each Increment’s MAR in the context of the whole program by mentioning all the prior and subsequent Increments, including a few words about the content of each (whether or not those Increments are baselined).
Business Case
This section of the MAR asks for information about requirements, the Analysis of Alternatives, contract types, and cost estimates; it requires a lot of work to create and maintain. To create the Business Case, click "Show" on the blue bar labeled "Business Case Template," copy the instructions and text, and paste it into the Business Case edit field. Using this comprehensive format, edit the statements to provide as much of the requested information as possible (and carefully delete the instructions and inapplicable parts).

DAMIR pre-populates the Business Case field with the previous year’s information if it is available. You must carefully review any pre-populated information to ensure it is current. If the Business Case was previously certified, it cannot be changed without also requiring a recertification. You must also accumulate any new information in a Summary of Business Case Changes.

Certification of Business Case Alignment
As the Business Case for a MAIS program accumulates, each Increment will approach the point for selection of a preferred alternative and the Increment’s Business Case may be certified as aligning the content with the requirements. If the Business Case information has significantly changed, the information must be updated and recertified. Otherwise, previous certifications will remain unchanged and unbaselined increments will remain uncertified.
Certification authority has been delegated to PEOs for the Army, Navy, and Air Force, and resides at the CAE level for defense agencies.
Summary of Business Case Changes
Less-than-significant changes that avoid the need for recertification can be described in this section. It appears below the Certification statement to preserve the validity of a persisting certification.

Program Status

This section provides a “snapshot” of the program’s status, and is not intended to provide an “activity report” covering the past year. By statute, we must indicate if a Significant or Critical Change was reported during the past year, and standard statements are provided for those purposes. The memo field can be used to explain anything that would otherwise remain confusing, such as a Significant Change early in the year followed by a Critical Change.
No Baseline: Select the applicable statement from the available statements in the DAMIR data entry screen and click on the Insert One Statement button.

Baselined: Select the applicable statement from the available statements in the DAMIR data entry screen and click on the Insert One Statement button. Programs that have not previously submitted a baselined MAR will choose the Original Report option. When applicable, enter the date the Significant Change Notification or Critical Change Report was sent to Congress and the type(s) of change (i.e., Schedule, Performance, and/or Cost) that applied.

Schedule

Start of the 5-Year Development Clock. Newly reporting programs will determine the start date of the 5-year development clock for each Increment. The clock starts at Milestone A when the ADM is signed by the Milestone Decision Authority {MDA} or, if there was no Milestone A decision, the date when the preferred alternative for the program is approved by the MDA. Time during which program activity is delayed as a result of a bid protest is a separate data entry and will be added to the clock end date (see DAG 10.11.5.2.2. Five-Year Development Clock Start/Stop Dates).
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No Baseline: Summarize schedule information identified in an authoritative document such as an IT-1 Exhibit, SCIR, or R-Doc. Also indicate the date (month and year) determined above that the five-year development clock started. Note: The only event that can cause an unbaselined program to incur a Critical Change is failing to achieve an FDD within 5 years of the program’s development clock start date. 
Programs without an authoritative source document may skip to the Performance characteristics section.

Baselined: Complete the table by entering the Current Estimate (or actual completion) dates for the program’s major development and implementation schedule. Enter as an actual date the date determined to be the start of the five-year development clock.
Instructions for baselined programs continue as a single column below.
For MAIS programs newly reporting or baselined: DAMIR imports the Objective values listed in the program’s approved APB as Original Estimates for Milestone A (or its equivalent), Milestone B, Milestone C, Full Deployment Decision (FDD), and Full Deployment (FD). In an appropriate footnote explain any identified schedule event not being held. If Milestone A is tailored-out, add a footnote that says when the MDA approved the preferred alternative, for example “The [program name] Acquisition Decision Memorandum (ADM) of [month day, year] approved entry into the acquisition management system at Milestone [B or C]. The ADM of [month day, year] documents the preferred alternative selection that starts 10 U.S.C. Chapter 144A 5-year development clock.” The date for FD should not be estimated until an FDD has been documented, and until then the FD current estimate should be “TBD.” 
For MAIS programs that incurred a Critical Change: As described above, a new MAR OE should be created before beginning the MAR. The Original Estimates are the Objective schedule values provided to Congress in the Critical Change Report.

Current Estimates: In all cases, the Current Estimates are the actual values or the Program Manager’s estimate thereof as of the President’s Budget being prepared. Programs that have not previously submitted a MAR or are newly baselined should have Current Estimates identical to the Original Estimates.
Performance
No Baseline: Summarize performance parameters identified in an approved authoritative document such as an Initial Capability Document (ICD), Capability Development Document (CDD), SCIR, or R-Doc.
Programs without an approved authoritative source document may skip to the Funding section.


Baselined: The key performance parameters (KPP) Objective and Threshold values listed in the approved APB are imported from the MAR OE. Only the CE must be entered.
Instructions for baselined programs continue as a single column below.

For MAIS programs that incurred a Critical Change: As described above, a new MAR OE should be created before beginning the MAR. The Original Estimates are the KPP Objective and Threshold values provided to Congress in the Critical Change Report.

Current Estimates: In all cases, the Current Estimates are the actual values or the Program Manager’s estimate thereof as of the President’s Budget being prepared. Enter the phrase “Will meet Threshold,” “Will meet Objective,” “Met Threshold,” or “Met Objective” with further embellishment only if appropriate. Programs that have not previously submitted a MAR or are newly baselined should probably have Current Estimates that read “Will meet Objective.”
Cost & Funding
Report funding data for unbaselined MAIS programs and cost data for baselined MAIS programs.  We do not report cost estimates for unbaselined MAIS programs because an APB has yet to be approved. The President’s Budget request is a data source for both funding and cost estimates, but because the President’s Budget and appropriations are unclear, additional guidance is provided in charts following this section.

No Baseline: Summarize funding information for CY, BY, BY+1, and BY+2 as identified in an authoritative document such as the IT-1 Exhibit, SCIR, or R-Doc. 
Baselined: DAMIR imports the Objective cost estimates in Base Year and Then Year dollars for the relevant appropriations or fund types from the MAR OE. Unless previously included in an Original Estimate do not report MILPERS costs.
Instructions for baselined programs continue as a single column below.



For MAIS programs newly reporting or baselined: The Original Estimate is imported from the approved APB. It is the Objective cost estimate value listed in the program’s approved APB for each type of funds. Total Operating and Support (O&S) Cost is input as a single number.  It should cover 10 years beyond FD and include appropriate technology refreshes. In rare cases where O&S costs cover more than 10 years, add an appropriate footnote explaining why.
For MAIS programs that incurred a Critical Change: As described above, a new MAR OE should be created before beginning the MAR. The Original Estimates are the cost Objective values provided to Congress in the Critical Change Report.

Current Estimates: In all cases, the Current Estimates are the actual values or the Program Manager’s estimate thereof as of the President’s Budget being prepared. Programs that have not previously submitted a MAR or are newly baselined should have Current Estimates identical to the Original Estimates.
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= For Unbaselined MARs, only four years of funding are reported:
= Current (FY14) and PB+2 years (FY15-17)

= For Baselined MARs, cost estimates are assembled from prior year actuals, current year budget
authority, and future year budget estimates

= For prior years (e.g., RDT&E before FY13; Procurement before FY12), report actual program obligations
and/or expenditures

= For current fiscal years (e.g., FY13-14 RDT&E, FY12-14 Procurement), report program budget authority
= This year, since we're under CRA, report the FY14 PB request

= |f the current funding is more or less than the program needs, you still need to report current
budget authority

= For the FYDP fiscal years (FY15-19), report the program’s budget consistent with the FY15 PB

= |f the budgeted funding is more or less than the program needs, you still need to report the FYDP
as reflected in the PB

= For the beyond-FYDP fiscal years (FY20+), report the program’s estimated requirement, normally the
APB estimate with reasonable adjustments given fact-of-life changes and FYDP adjustments




[image: image3.png]How do you determine if funding or costs should be booked as Acquisition or Operating and
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= Do not assume investment appropriations always fund acquisition and expense appropriations
always fund O&S costs
= O&M # O&S Cost RDT&E & Procurement # Acquisition Cost

= Acquisition Funding:

= Funding in the RDT&E, Procurement, MILCON or O&M appropriations related to the acquisition of the
baselined capabilities (e.g., O&M supporting program office or product testing)

= Normally no acquisition costs for the original (initial) baselined program after Full Operational Capability
(FOC) or Full Deployment (FD)

= Costs for sustainment planning and acquisition of the sustainment package should be considered
acquisition costs.

= 0O&S Funding:

= Funding in the MILPERS, O&M, but sometimes even RDT&E and Procurement that support, sustain, or
operate the fielded/deployed product of the acquisition program

= Normally no O&S costs for the acquired system prior to a fielding or deployment decision

= RDT&E and procurement appropriations are used for Continuing System Improvements (O&S Category
5.0)

= Modifications for safety, obsolescence or fact-of-life upgrades are also typically O&S as long as they do
not change the capabilities of the platform




CAPE Cost of Report
In accordance with the Secretary of Defense memo, “Consideration of Costs in DoD Decision-Making,” dated December 27, 2010, all MARs must have a cost of report created by using the Cost Analysis and Program Evaluation (CAPE) calculator. Go to https://www.cape.osd.mil/costguidance/ then click Studies and Reports then click Cost of Report and Study Calculator. Normally the Program Management Office (PMO) is responsible for creating the cost-of-report estimate and then entering the cost estimate and RefID in the DAMIR MAR. In addition to the PMO costs, the cost-of-report estimate must include Program Executive Officer (PEO), CAE, and OSD costs. The Component Chapter 144A Point of Contact will provide the CAE and OSD costs to each PMO. Assume a staff-day = 8 hours, and a staff-month = 20 days. If there are no contract costs, enter “No contract” and 0 for the cost. Similarly if there is no travel, enter “No travel” and 0 for the cost.
Time and cost estimates are rough order of magnitude; precision is not required. CAPE is looking for whether the cost is thousands, tens of thousands, hundreds of thousands, or millions of dollars. Although cost of report is created for each increment, a total cost for all MARs will be provided to Congress in the transmittal letters.
Where to submit the Report
Program Managers should submit the report through their acquisition management hierarchy as facilitated by DAMIR. Program Managers should submit the MAR via the DAMIR tool [see DAG 10.13.1.] to the CAE (or equivalent official). The CAE or designated representative will then release the unclassified reports through the established DAMIR hierarchy.
Where to get help

For assistance, please contact the following people:

	Help Needed
	Name
	Phone
	Email

	MAR content, policy


	Mr. Bob Ramsey
	571-372-4415
	robert.w.ramsey2.civ@mail.mil 

	DAMIR functionality
	DAMIR Helpdesk
	703-679-5345
	damir@caci.com 

	DAMIR access
	Ms. Cristina Graziano
	703-693-4594
	osd.damir@mail.mil



